4.802

(c) The files to be established in-
clude—

(1) A file for cancelled solicitations;

(2) A file for each contract; and

(3) A file such as a contractor general
file, containing documents relating—
for example—to (i) no specific contract,
(ii) more than one contract, or (iii) the
contractor in a general way (e.g., con-
tractor’s management systems, past
performance, or capabilities).

4.802 Contract files.

(a) A contract file should generally
consist of—

(1) The contracting office contract
file, that documents the basis for the
acquisition and the award, the assign-
ment of contract administration (in-
cluding payment responsibilities), and
any subsequent actions taken by the
contracting office;

(2) The contract administration of-
fice contract file, that documents ac-
tions reflecting the basis for and the
performance of contract administra-
tion responsibilities; and

(3) The paying office contract file,
that documents actions prerequisite to,
substantiating, and reflecting contract
payments.

(b) Normally, each file should be kept
separately; however, if appropriate,
any or all of the files may be combined;
e.g., if all functions or any combina-
tion of the functions are performed by
the same office.

(c) Files must be maintained at orga-
nizational levels that ensure—

(1) Effective documentation of con-
tract actions;

(2) Ready accessibility to principal
users;

(3) Minimal establishment of dupli-
cate and working files;

(4) The safeguarding of classified doc-
uments; and

(5) Conformance with agency regula-
tions for file location and mainte-
nance.

(d) If the contract files or file seg-
ments are decentralized (e.g., by type
or function) to various organizational
elements or to other outside offices, re-
sponsibility for their maintenance
must be assigned. A central control
and, if needed, a locator system should
be established to ensure the ability to
locate promptly any contract files.
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(e) Contents of contract files that are
contractor bid or proposal information
or source selection information as de-
fined in 2.101 must be protected from
disclosure to unauthorized persons (see
3.104-4).

(f) Agencies may retain contract files
in any medium (paper, electronic,
microfilm, etc.) or any combination of
media, as long as the requirements of
this subpart are satisfied.
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4.803 Contents of contract files.

The following are examples of the
records normally contained, if applica-
ble, in contract files:

(a) Contracting office contract file. (1)
Purchase request, acquisition planning
information, and other presolicitation
documents.

(2) Justifications and approvals, de-
terminations and findings, and associ-
ated documents.

(3) Evidence of availability of funds.

(4) Synopsis of proposed acquisition
as required by part 5 or a reference to
the synopsis.

(5) The list of sources solicited, and a
list of any firms or persons whose re-
quests for copies of the solicitation
were denied, together with the reasons
for denial.

(6) Set-aside decision.

(7) Government estimate of contract
price.

(8) A copy of the solicitation and all
amendments thereto.

(9) Security requirements and evi-
dence of required clearances.

(10) A copy of each offer or quotation,
the related abstract, and records of de-
terminations concerning late offers or
quotations. Unsuccessful offers or
quotations may be maintained sepa-
rately, if cross-referenced to the con-
tract file. The only portions of the un-
successful offer or quotation that need
be retained are—

(i) Completed solicitation sections A,
B, and K;

(ii) Technical and management pro-
posals;

(iii) Cost/price proposals;



